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Z004

Report that enables agencies to review 
CLIP Bonus payments made to employees 

during a specific time period.  Data 
provided now includes Business Area, 

Agency Name, Percentage, and Annual 
Salary. 
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Demonstration

• Run report for valid business area and 
last fiscal year.

Transaction Code:  Z004



1-3

AASIS Support Center, 
05/06,  V1

1-3

An ASC Training Guide
HRPA – Personnel Administration

1.  Enter Z004 in the 
Command field and press enter.

Transaction Z004
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2.  Enter a valid business area.

Transaction Z004

1. Enter the date or range the report is to be run for.

3.  Click 
Execute.
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After the report has run, you 
can print the report by clicking on the
print icon. 

Transaction Z004
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You can send the report to Excel by 
clicking on the Microsoft Excel View
button.  

Transaction Z004
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The data should appear as it does below. 
If the data does not appear, see slide 15.

Transaction Z004
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You can change the data in the CLIP Percent
column into the % format by highlighting
the (column K) and selecting the % button.

Transaction Z004
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You can also increase the number of 
decimal places by keeping the row
highlighted and clicking the Increase
Decimal button.

Transaction Z004
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Transaction Z004

1. You can also send the report to Excel by clicking on
List > Export > Spreadsheet. 
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2. Green Check. 

Transaction Z004
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Transaction Z004

3. Select Table.

4. Green Check
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5.  Green Check

Transaction Z004
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Transaction Z004

File can be saved to any drive from 
this format.  Be sure to change the 
name of the file.
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Transaction Z004

If the data does not appear on the
spreadsheet then you need to

1. Select Tools>Macro>Security
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Transaction Z004

Make sure your security level is set 
to medium and then click the Trusted 
Resources tab
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Transaction Z004

Make sure both check boxes are 
Checked and click OK.  You will have to
Green arrow back and rerun the report.


